Erstellung von Rechnungen und automatischen E-Mail-
Einstellungen

Objective

Diese SOP beschreibt die Schritte zur Einrichtung von Rechnungen, einschlieBlich der Anpassung
von Einstellungen fiir automatische Rechnungen und E-Mail-Benachrichtigungen.

Key Steps

1. Globale Einstellungen anpassen 0:19

W 00000

Payments  Invoices v Documents & Contracts v Orders v  Subscriptions  Payment Links M Transactions  Products v  Coupons  Settings Integrations

@ Think different agen. - _— )

Invoices £ settings

Create and manage all invoices generated for your business

0 Invoice(s) in Draft 0 Invoice(s) in Due 0 Invoice(s) received 0 Invoice(s) Overdue

€0.00 €0.00 €0.00 €0.00

Q Search = Filters

Q

No invoices to show yet

e  Klicke auf den Einstellungen-Button.

e Wihle die globalen Einstellungen aus.

*  Fiige dein Logo hinzu.

*  Gib die Businessnummer und Adresse ein.

»  Speichere die Anderungen.

2. Unternehmensinformationen eingeben 1:14


https://loom.com/share/7f93490fb882414aa2362252eaa235fe?t=19
https://loom.com/share/7f93490fb882414aa2362252eaa235fe?t=74
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& Think different agen.

Settings

@ successtully saved X
Change your invoice settings

Launchpad
Business Information Business Information

Email Configurations Business Logo

Invoice Title and Terms

S—— ThinkDifferent

Product Settings

Remove Update
Reminder Settings Recommended size: 350 x 180 pixels
Custo fields Business Name * Phone Number
Think different agency +4368184504677
Notifications v
Address
Zehetnergasse 12/7-8
’ Reputation
: Country * State
2 Reporting X
Austria Wien
28 Ketplace
eADp city Zip code
Plattform Tutorials Vienna ey
Website

www.thinkdifferent.agency

e Trage den Unternehmensnamen ein.
e Verwende Anfiihrungszeichen fiir den Establishment-Namen, falls notig.

»  Speichere die Anderungen.

3. Rechnungsdetails anpassen 2:20
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Payments  Invoices v Documents &Contracts v Orders v Subscriptions  PaymentLinks ™% Transactions  Products v  Coupons  Settings  Integrations
g Think different agen. —_—
€ Back
Settings
Launchpad Change your invoice settings

Business Information Invoice Title and Terms

2:19
Email Configurations - T
Invoice Title and Terms INVOICE
Payment Settings Terms/Notes
Prodlict Satbnas oeBUYuls B Paragraph sans-serif 5 - A

=E=Bo
Reminder Settings

Custom fields

Notifications v

Pro tip: It pays to be polite. Invoices that include “please” and “thanks" get paid up to 2 days faster.
" Reporting

S App Marketplace

[Z) Mobile App

Cancel

® Plattform Tutorials

WhatsApp Gruppe

e Andere den Titel auf "Rechnung".
e  Fiige Bankverbindung und Steuernummer hinzu.

e Speichere die Anderungen.


https://loom.com/share/7f93490fb882414aa2362252eaa235fe?t=140

4. Zahlungsbedingungen festlegen 3:13
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Payments nvoices v Documents &Contracts v Orders v Subscriptions  PaymentLinks ™% Transactions ~ Products v  Coupons  Settings  Integrations

& Back 0 Successfully saved X

Settings

Change your invoice settings

Business Information Payment Settings

Email Configurations Invoice due after X days *

Invoice Title and Terms "

Payments Payment Settings

Allow Partial Payments

Allows customer to pay your invoices partially with any amount less than the total amount. Set the
minimum percentage of total amount you want to collect in each payment

Product Settings
Marketing

Reminder Settings
Automation

Allow Tip Payments
Allow customers to add a tip to their invoice payment

Site: Custom fields

Memberships

— .
e  Bestimme die Zahlungsfrist fiir Rechnungen.
o Erlaube Teilzahlungen, falls gewiinscht.
*  Speichere die Anderungen.
5. Produkteinstellungen anpassen 4:01
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Payments  invoices «  Dosuments & Conacts v Orders v Subsaptons _ Payment Lirks B8 ansactions  Products v Coupons  Settings  Integrations
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& Back

Settings

Launchpad Change your invoice settings

Business Information Product Settings

B Calendars Email Configurations

{5] Contacts Import Product Description o
Invoice Title and Terms When enabled the product description will be imported from the product to the invoice automatically and
ERCEUIEE you will be able to edit it in the invoice

Payments Payment Settings

Product Settings Cancel

keting
Reminder Settings
Automation
si Custom fields
Memberships o
Notifications v

E3 Medias

Reputation

Reporting

App Marketplace

Mobile App

Plattform Tutori

e Aktiviere die Importfunktion fiir Produktbeschreibungen.

e Speichere die Anderungen.


https://loom.com/share/7f93490fb882414aa2362252eaa235fe?t=193
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6. Kundenbenachrichtigungen einstellen 4:11
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& Back
Settings
Launchpad Change your invoice settings
0 Dashboard
Conversations Business Information

Customer Notifications

Calendars

Email Configurations " . -
Invoice received

ontacts Template used to send the invoice

Invoice Title and Terms

rtunitie Email Template Preview SMS Template

Payment Settings
Payments 4 & Default Default

&)

Product Settings

Marketing Subject
Automation Reminder seitings ({{ invoice.company.name }}] Invoice received  ©
site Custom fields
Mapberatibs Notifications ~
a Storage Invoice payment successful «©

o SMS template used when the invoice has been successfully paid. Email template will be picked from the
Customer Notifications
Reputation receipt settings

Reporting Team Notifications SMS Template
App Marketplace Default
Mobile App

Plattform Tutori

Invoice payment failed o
Template used when an attempt to pay the invoice fails

Email Template Preview SMS Template

e Uberpriife das Standard-E-Mail-Template.
e Passe die Ubersetzungen an, z.B. "Rechnung erhalten".

*  Speichere die Anderungen.

7. E-Mail-Template anpassen 5:21
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Subject

[{{ invoice.company.name }}] Bezahlung gescheit ~ ©

Launchpad

89 Dashboard

Auto payment information ()

Calond Template used to notify customers regarding upcoming auto debit on the card

Contacts Email Template Preview SMS Template
rtunities Default Default

Payments
Subject

[{{ invoice.company.name }}] Information zu autor ~ ©

farketing

Automation

Auto payment failed C
Template used to notify customers regarding an error in auto debit from the card
Email Template Preview SMS Template
Reputation Default Default
Subject
App Marketplace
A 1tung automatische Abbuchung wurde abgelehnt  ©
Mobile App
L3
Plattform Tutori
PP Gruppe
Cancel

e Uberpriife das Vorschau-Template des E-Mails.

e Passe das Template nach Bedarf an.


https://loom.com/share/7f93490fb882414aa2362252eaa235fe?t=251
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e Speichere die Anderungen.

8. Abschluss der Einstellungen 8:41
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Invoice Title and Terms

Email Template Preview SMS Template
Payment Settings
Default Default
Product Settings
Subject

BeminderSettings [{{ invoice.company.name }}] Rechnung erhalten &

Custom fields

Notifications ~
Invoice payment successful o«
: hen the h: full il I il i fi h
Customer Notifications SMSvlemp late used when the invoice has been successfully paid. Email template will be picked from the
receipt settings
Team Notifications SMS Template

Default

Invoice payment failed «©
Template used when an attempt to pay the invoice fails

Email Template . SMS Template

Default Default

Subject

[{{ invoice.company.name }}] Bezahlung gescheit ~ ©

Auto payment information [ @)
Template used to notify customers regarding upcoming auto debit on the card

*  Gehe sicher, dass alle Anderungen gespeichert sind.
e Teste die automatische Rechnungsstellung.
Cautionary Notes
e Stelle sicher, dass du regelméfig auf "Speichern" klickst, um Datenverlust zu vermeiden.
»  Uberpriife alle Eingaben auf Richtigkeit, bevor du die Einstellungen speicherst.
Tips for Efficiency

e  Nutze Vorlagen fiir E-Mails, um Zeit zu sparen.
*  Halte alle bendtigten Informationen bereit, bevor du mit der Einrichtung beginnst.
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